July - December 1988 


ACCOUNTING 
How to Use Liquidity Ratios 

To Determine Your Cash Position 
New Rules for Choosing a Tax Year 

For Partnerships and S Corporations 
Petty Cash Deserves Attention 
ADVERTISING 
Build Business with 

In-Store Advertising 
Fee Factors When Choosing Ad Agency 
How to Establish an Advertising Budget 
Make Sure Your Ad Agency 

Stays Within Your Budget 
BUYING/SELLING A BUSINESS 
Don't Expect to Buy a Business 

At a “Bargain Basement” Price 
Factors in Buying a Business 
Settle “Sale Conditions” Early 

When Buying or Sellng a Business 
Why Your Corporation May Need 

A Buy-Sell Agreement 
CORPORATIONS 
How Corporations Save Taxes 

When Holding Others Stock 
Outside Directors Can Help 

Solve Your Business Problems 
S Corporation Shareholders: 

Partners for Fringe Benefits 
S Corporation Limits Fringe Benefits 
CREDIT AND COLLECTIONS 
Does Borrower Have a Right 

To Be Left “a Loan”? 
For Many Businesses, Chapter 11 

Marks Beginning of the End 
How to Get Paid Quickly 

For Your Goods or Services 
When Payroll Firm Goes Belly-Up 
DEDUCTIONS (BUSINESS) 
Advise Employees to Go Easy 

On Deducting Unreimbursed Expenses 
Basics of Writing Off Your Car 
Boost Your Tax Deduction 

By Donating Excess Inventory 
Limits on Investment Interest Deductions 
EMPLOYEES 
Attacking the Problem of 

“Negative” Employees 
Can Company Require Drug Tes? 
Can Company Break Promise 

To Rehire Workers? 
Can Handbook Handcuff Employer? 
Evaluating the Results 

When You Delegate a Job 


July p.7 
Nov. p. 8 
Oct p.6 


Sept p. 16 
Aug p. 18 
July p. 11 
Oct p. 11 

July p. 8 
July p. 17 
Sept p. 14 


Dec. p. 5 


Oct p.7 
Aug p. 17 
Sept p. 18 
Oct. p. 17 
Sept p. 10 
Nov. p. 17 

Aug p. 3 
Oct. p. 12 

Oct p.5 

Dec. p. 3 

Dec. p. 4 
Oct. p. 18 
Aug p. 13 
Oct. p. 13 


Dec. p. 12 
Nov. p. 10 


Dec. p. 16 


False Statements on Job Application 

Don't Affect Workers’ Compensation 
Fighting the “Sleaze Factor” 
Get Good Results Quickly 

With a Temporary Worker 
How to Carry Out Layoffs 

Without Demoralizing Those Who Stay 
Improve Productivity by Sharing 

Information with Employees 
Is Bank Liabie for 

Shotgun Death of Teller? 
Is a Union Lockout Legal 

When Replacements Are Recruited? 
Meeting With Employees 

To Work Out Problems 
Need Extra Sales Help? 

Try Temporary Workers 
New Law Limits Lie Detector Tests 
Options for Injured Employee 
Preventing Employee Embezzlement 
Reward Employees for Profitable Ideas 
Set Probationary Period 

For Every New Employee 
The Right and Wrong Way 

To Criticize Your Employees 
The Right Dress Code 
Tip- Reporting Responsibilities 

Of“ Large” Restaurant Owners 
Ways to Fight Rising Costs 

Of Workers’ Compensation 
Wearing Uniforms Can Aid 

Your Employees and Your Company 
When Sick Leave Takes Effect 
Why Employee Rejects Raise, 

Opts for Longer Vacation Instead 
You Don’t Need Company Gym 

To Help Employees Stay Healthy 
FINANCIAL PLANNING 
Best Way to Set Up Branches 

When Planning a Spin-Off 
Cut Costs on Auto Premiums 
How to Avoid Mortgage Foreclosure 
Let Broker Choose Your Mutual Fund 
New Rules for 

Mutual Funds Disclosures 
Set Up a “Master Plan” for 

Future of Your Business 
Stretch Business Trip with Vacation 
The Right Way to Make 

Gifts to Your Family 
Two Ways to Get Income 

While Shifting Company Control 
Using an Appraiser 


Nov. p. 10 
Dec. p. 6 


Dec. p. 15 
Oct p. 14 
Aug p. 12 
Aug, p. 10 
Sept p. 10 
July p. 14 
Nov. p. 15 
Nov. p. 15 
Dec. p. 12 

Oct p.7 
Nov. p. 16 
July p. 14 


Nov. p. 16 
Dec. p.7 


Sept p. 17 
Sept p. 3 


Aug p. 14 
Dec. p. 18 


Nov. p. 18 

Dec. p.7 
Sept p. 18 
Dec. p. 10 

Oct p.8 
July p. 18 
Aug p. 18 


Sept p. 13 
Sept p. 14 


Oct p.3 


Oct p. 18 
Dec. p. 18 
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Will a Revocable Living Trust Help 

When You Plan for Your Estate? 
Writing a Business Plan 

To Win Over Venture Capitalists 
HOME OFFICES 
How to Cut the Cost 

Of Setting Up a Home Offfice 
Tax Deductions for Your Home Office 
INDEX 
January-June 1988 
LEGAL ISSUES 
Can Arbitrator Award Punitive Damages? 
Do Two Days of Unwelcome Advances 

Show a Pattern of Sexual Harassment? 
Employer Can Be Held Liable 

When Employee Injures Customer 
Fire Loss When Insurance Was Canceled 
Keep Campaign Contributions Legal 
Law When Replacing Partners 
Quick Arbitration for Disputes 
When Can Someone Do Business 

With Former Employer's Customers? 
When Outsiders Submit Business Ideas 
Who's Liable for Office Temp’s Acciden?? 
Who's Liable if Check- Writing Materials 

Are Stolen and Misused? 
MANAGEMENT 
Beware of Permanent Backlogs 
Best Locations for a Business 
Can a Consultant Pull 

Your Company Through a Crisis? 
Find More Time and Energy for Business 
Help for Fledgling Entrepreneurs 
How to Encourage Effective Supervisors 
How to Find and Keep a Manager 
Improve Your Profit Margins 

By Trimming Purchasing Costs 
Keep Finger on Pulse of Your Business 
Save Time on Business Mail 
16 Essential Steps to Take 

Before Starting a Business 
Your Voice Can Be an Asset—Or Liability 
MARKETING AND SELLING 
Beat the Competition by 

Remembering Names and Faces 
Being Your Own PR Agent 
Changing Your Business’ Name 
Discriminating Use of Signs 

Can Bring You More Customers 
Does Your Service Business 

Need Professional Marketing Help? 
Encourage Customer Complaints 
Handling Customer Complaints 
How to Get Consumer Reactions 

To Your New Product or Service 
How to Sell to New Customers 

Through Telemarketing 
Hew to Use Humor to Sell Products 
Ideas for Getting Free Publicity 
Increase Your “Selling Time” 


July p. 5 


Oct p.7 


Nov. p. 5 
Nov. p. 6 


July p. 15 
Dec. p. 12 
July p. 12 


Nov. p. 11 
Aug p. 10 
Sept p. 6 
July p. 18 
Dec. p. 11 


July p. 12 
Oct p. 18 
Sept p. 17 


Oct p. 12 


Dec. p.7 
Dec. p. 6 


Oct p. 16 
Sept p. 13 
Aug p. 17 
July p. 14 
Nov. p. 3 


Aug p. 15 
July p. 8 
Oct p. 16 


Oct p. 15 
Sept p. 12 


Dec. p. 8 
Dec. p. 11 
Aug p.8 


Oct p.9 


Aug p.7 
Sept p. 16 
Nov. p. 13 


Aug p.6 


Sept p. 15 
Nov. p. 14 
July p. 10 
Oct p. 11 


Make Your Service Business a Winner 
Through Smart Marketing 
Motivate Your Phone Reps 
Polishing Your Slide Shows 
Regulations on Outdoor Signs 
Sell Current Customers by Telephone 
Shorten Customer Waits 
Some Ways to Get Buyer Reaction 
To Your New Product or Service 
Spruce Up Your Store 
Stores Are Making a Pitch to Women 
Stress Only a Few Points 
When Making Sales Presentation 
Video Show Can Help You Sell 
When Not to Test- Market Your New Product 
When Starting Your Own Business 
Make Sure You “Know Your Customers” 
PENSIONS 
Keogh Plans Still Desirable 
Nondeductible IRAs May Be 
Unsuitable for Younger Business Owners 
Pension Plan Ceilings Rise 
PRICES AND FEES 
How Cost-Price Comparisons 
Can Increase Your Profits 
How to Avoid Underpricing 
Manufacturers Can Refuse 
To Sell to Discounters 
REAL ESTATE 
Add Tenant Improvements 
To Your Original Cost 
An Office Condo for Your Business? 
Questions to Ask the Landlord 
When You're Negotiating a Lease 
Your Obligation When Broker 
Finds Buyer at Your Price 
TAXES 
Best Format for Your Business 
Under the Latest Tax Rules 
Beware the IRS “Secret Weapon” 
For Checking Your Net Worth 
Children 18-21 in Family Business 
Now Face Social Security Tax 
Deduct Time Spent on Charity? 
Donating Through Credit Card 
Might Hurt Your Cause 
IRS Agrees to Soften Tax Penalties 
Records You Should Keep 
Ways to Take Full Advantage 
Of 1988’s Low Tax Rates 
What Triggers IRS Audits 
When IRS Leaves Worker 
Too Little to Live on 
When the Problem Resolution Office 
Can Help You at the IRS 
TECHNOLOGY 
Choosing the Right Phone System 
Computers Don't Always Cut Costs 
Costs of a First Computer 
Info on Desktop Publishing 


Nov. p. 12 
Nov. p. 13 
Dec. p. 14 
Dec. p. 17 

Aug, p.7 
Dec. p. 14 


Nov. p. 13 
Nov. p. 12 
Oct. p. 10 
Aug p.8 
Oct. p. 10 
July p. 11 
July p.9 
Dec. p. 17 
Sept p. 17 
Sept p.9 
Sept p. 5 
Oct p. 6 
Dec. p. 15 
July p. 18 
July p.7 
July p. 6 


July p. 18 


July p. 3 
Aug p.9 


Nov. p. 18 
Dec. p. 18 


Nov. p.7 
Oct p.5 
Nov. p. 17 


Sept p. 8 
Sept p.9 


Sept p. 18 
Nov. p. 9 
Dec. p.9 
Sept p.4 


Aug p. 17 
Sept p. 18 
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